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and set forth the basis for that deter-
mination. In emergency situations an
after-the-fact written certification by
an agency is permitted.

(ii) An agency head opting to deter-
mine that travel by an officer or em-
ployee may be required use travel shall
establish written standards for deter-
mining when required use travel is per-
mitted. Such travel shall not be per-
mitted unless the travel is in conform-
ance with the written standards.

(c) All travel by senior Federal offi-
cials, family members of senior Federal
officials, and non-Federal travelers
that is not to meet mission require-
ments or required use travel must be
authorized in advance and in writing.

(1) Such authorization must be ap-
proved on a trip-by-trip basis and must
be signed by the agency’s senior legal
official or the principal deputy, or be
in conformance with an agency review
and approval system that has been ap-
proved by the Office of Management
and Budget (OMB). In emergency situa-
tions, an after-the-fact written certifi-
cation by an agency is permitted.

(2) In addition to the provisions of
this subpart, Federal employees on of-
ficial travel shall be subject to all
other applicable travel rules and regu-
lations. Travel by such individuals that
is not official travel, for purposes of
this subpart, is subject to the reim-
bursement requirements in § 101–
37.403(c) of this subpart for space avail-
able travel.

§ 101–37.406 Justification of the use of
Government aircraft for transpor-
tation of passengers.

(a) The cost comparison justifying
the use of a Government aircraft for a
proposed trip as required by § 101–
37.402(b)(1)(ii) of this subpart should be
made prior to authorizing the use of
the aircraft for that trip. Standard trip
cost justification schedules developed
by agencies may be used for this pur-
pose. Agencies that are not able to use
such schedules are required to conduct
a cost justification on a case-by-case
basis.

(b) When conducting a cost compari-
son, the agency must compare the ac-
tual cost of using a Government air-
craft to the cost of using a commercial
aircraft (including charter) or airline

service. The actual cost of using a Gov-
ernment aircraft is either:

(1) The amount that the agency will
be charged by the organization that
provides the aircraft,

(2) The variable cost of using the air-
craft, if the agency operates its own
aircraft, or

(3) The variable cost of using the air-
craft as reported by the owning agency,
if the agency is not charged for the use
of an aircraft owned by another agen-
cy.

(c) The cost of using commercial air-
line or aircraft services for the purpose
of justifying the use of Government
aircraft:

(1) Must be the current Government
contract fare or price, or the lowest
fare or price available for the trip(s) in
question,

(2) Must include, as appropriate, any
differences in the cost of ground travel,
per diem and miscellaneous travel
(e.g., taxis, parking, etc.), and lost em-
ployees’ work time (computed at gross
hourly costs to the Government, in-
cluding benefits), between using Gov-
ernment aircraft and commercial air-
craft services, and

(3) Must include only the costs asso-
ciated with passengers on official busi-
ness. Costs associated with passengers
traveling on a space available basis
may not be used in the cost compari-
son.

§ 101–37.407 Documentation.

All uses of Government aircraft must
be documented, and this documenta-
tion must be retained for at least 2
years by the aircraft operations man-
ager. The documentation of each use of
Government aircraft must include the
information specified in paragraphs (a)
through (g) of this section:

(a) Aircraft registration number (the
registration number assigned by the
Federal Aviation Administration or
military-designated tail number);

(b) Purpose of the flight (the mission
the aircraft was dispatched to per-
form);

(c) Route(s) flown;
(d) Flight date(s) and times;
(e) Name of each traveler;
(f) Name(s) of the pilot(s) and air-

crew;
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(g) When Government aircraft are
used to support official travel, the doc-
umentation must also include evidence
that § 101–37.408 and other applicable
provisions of this FPMR have been sat-
isfied.

§ 101–37.408 Reporting travel by senior
Federal officials.

Agencies shall submit semi-annual
reports for the periods October 1
through March 31 (due May 31), and
April 1 through September 30 (due No-
vember 30) to the General Services Ad-
ministration, Aircraft Management Di-
vision, Washington, DC 20406. A copy of
each report shall also be submitted to
the Deputy Director for Management,
Office of Management and Budget, 725
17th Street, NW, Washington, DC 20503.
Agencies shall submit report data
using the Federal Aviation Manage-
ment Information System structure
and management codes for automated
reporting or GSA Form 3641, Senior
Federal Travel. Agencies that did not
transport any senior Federal officials
or special category travelers during the
relevant time frame must still submit
a written response that acknowledges
the reporting requirements and states
they have no travel to report. These re-
ports shall be disclosed to the public
upon request unless classified.

(a) Reports shall include data on all
non-mission travel by senior Federal
officials on Government aircraft (in-
cluding those senior Federal officials
acting in an aircrew capacity when
they are also aboard the flight for
transportation), members of the fami-
lies of such officials, any non-Federal
traveler (except as authorized under 10
U.S.C. 4744 and regulations imple-
menting that statute), and all mission
and non-mission travel for senior exec-
utive branch officials. The reports shall
include:

(1) The names of the travelers;
(2) The destinations;
(3) The corresponding commercial

cost had the traveler used commercial
airline or aircraft service (including
charter);

(4) The appropriate allocated share of
the full operating cost of each trip;

(5) The amount required to be reim-
bursed to the Government for the
flight;

(6) The accounting data associated
with the reimbursement; and

(7) The data required by § 101–37.407
(a), (b), and (d) of this subpart.

(b) Each agency is responsible for re-
porting travel by personnel transported
on aircraft scheduled by that agency.

(c) The agency using the aircraft
must also maintain the data required
by this section for classified trips. This
information shall not be reported to
GAS or OMB but must be made avail-
able by the agency for review by prop-
erly cleared personnel.

[60 FR 3553, Jan. 18, 1995]

Subpart 101–37.5—Management
Information Systems (MIS)

SOURCE: 60 FR 3553, Jan. 18, 1995, unless
otherwise noted.

§ 101–37.500 General.
Executive agencies must maintain an

aviation MIS. Agency systems will in-
clude computer applications appro-
priate to the complexity of the oper-
ation. Systems should be integrated
among bureaus, agencies, and Depart-
ments as appropriate to maximize effi-
ciency and effectiveness Government-
wide. MIS capabilities will include, but
are not limited to, collecting, consoli-
dating, and producing the reports and
analyses required by: field-level organi-
zations for day-to-day operations,
agencies to justify the continuing use
of aircraft or new acquisitions, GSA to
develop Governmentwide aviation
management guidance, and OMB and
other oversight agencies to capitalize
on opportunities to improve efficiency
and effectiveness.

§ 101–37.501 [Reserved]

§ 101–37.502 GSA MIS responsibilities.
The Aircraft Management Division

will operate the Governmentwide air-
craft MIS (also known as the Federal
Aviation Management Information
System (FAMIS)), develop generic air-
craft MIS standards and software, and
provide technical assistance to agen-
cies in establishing automated aircraft
information and cost accounting sys-
tems and conducting cost analyses re-
quired by OMB. The FAMIS will collect
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